
Robert Smith 
Data Entry Analyst II

PERSONAL STATEMENT

15+ years of experience as a Data Entry Analyst is seeking to obtain a 
position in the company. To utilize my communication skills and handiness 
skills to provide excellent customer services, gain valuable experience and 
contribute towards the company's progression.

WORK EXPERIENCE

Data Entry Analyst II
Publishers Circulation Fulfillment, Inc -   February 2005 – Present 

Responsibilities:

 Modifying and creating a Microsoft Excel spreadsheet which included all 
the return mailers that customers would receive in the mail and 
monitored trends.

 Completed customer profile data updates such as addresses, phone 
numbers, email addresses to categorize each individual campaign in 
different columns to analyze volume and campaign success.

 Maintaining database records such in accordance with policies such as 
insufficient address, deceased, and do not mail / remove from list 
options.

 Facilitating monthly communication to the client to keep database 
records current with respect to customers who need to opt out of future 
mailing and other correspondence from the new york times.

 Utilizing expertise in Siebel systems database to reconcile customer 
records and account history related to complaints, transactions, and 
service history.

 Make recommendations and ultimately assist the NY times in improving 
their delivery service, maintain customer retentions, track trends and 
provide feedback on how long complaints history and resolution 
turnaround time.

 Retrieve data from Oracle and cross-reference from existing report with 
new entries.

Quality Assurance Verifier
Publishers Circulation Fulfillment, Inc -   October 2003 – February 2005

Responsibilities:

 Listen to the recorded verification of sales transactions from 
telemarketing sales representatives for the new york times newspaper.

 Notify management of any employee that is not adhering to the 
specified sales guidelines as established by the department.

 Recommend method and processes for improvement, by tracking and 
reporting on trends.

 Maintain up-to-date knowledge of technical and/or business 
developments in the field and apply them to the job.

 Compiled data to create large spreadsheets of information regarding 
companies nationwide.

 Processed and extracted information from various websites through 
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Excel, Graphic Design, 
Microsoft Office, Outlook,
60 Wpm, Excel, 
Microfiche, Scanning, 
Project Management, 
Report Preparation, 
Written Correspondence,
Scheduling, And Payroll 
Editing.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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data scraping.
 Provided superior client service by screening, reviewing, and auditing 

applications daily.

Education

Associates in Sociology - (BERGEN COMMUNITY COLLEGE  - Paramus,
NJ )
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